ADDING CREDITORSTO THE
COURT'SELECTRONIC CASE
FILING SYSTEM



How to Upload a Creditor’s Matrix on the Court’s
Electronic Case Filing System



+ Mew York Southern Training System - Netscape

File Edit “iew Go Communicator Help

| W @2 A N a < a B &
i Back Forward  Reload Home Search  Metzcape Frint Security Shop Stom

v th Bookmark.z J’{. L-:u:atiu:un:Ihttps:.-’a’n_l,lsl:u-test-dcn.ten.usu:-:uurts.gnvfcgi-bina’lngin.pl?54281 OE27441406-L_453_0-1 j ﬁ"w’hat's Related

H g%lnstanth-‘lessage wiebhd ail Fadio People rellow Pages Dowrload Calendar D‘ Channels LIPS Home Page

EE F Bankruptcy Adversary * Query Reports Logout

fo Add Creditors , Efick
orr “Barkruptcpy”

U.S. Bankruptcy Court
Southern District of New York

Official Court Electronic Document Filing System

=
5 [=h=| |Document; Done = T I ey B




- Mew York Southern Training System - Hetscape

File Edit “iew Go Communicator Help

| 2 » A O a < a4 @ @ N

i Back Forward  Reload Home Search  Metzcape Frint Security Shop Stom

v th Bookmarks J’{. L-:u:atiu:un:Ihttps:.-’a’n_l,lsl:u-test-dcn.ten.usu:-:uurts.gnvfcgi-bina’lngin.pl?54281 0627441406-L_453_ 01 j ﬁ"w’hat's Related
g%lnstanth-‘lessage wiebhd ail Fadio People rellow Pages Dowrload Calendar D‘ Channels LIPS Home Page

Adversary Query Reports Logout

Bankruptcy Events —

AnswenTFesponse
LAppeal

Batch Filings

Claim Actions
Creditor Mamtenance ... Stk o, “Creditor Mairtanance*
File Claims

Motions/ Applications
Hotices

Dpen a Case

Other

Plan

Trustee/TE Trustee
Trustee's 341 Filings
Wlulti Case

=
5 [=h=| |Document; Done = T I ey B




- Mew York Southern Training System - Hetscape

File Edit “iew Go Communicator Help
v« ® A4 4 a < 4 O @ N
Back Forward  Reload Home Search  Metzcape Frint Security Shop Stop
th Bookmark.z J’{. L-:u:atiu:un:Ihttps:.-’a’n_l,lsl:u-test-dcn.ten.usu:-:uurts.gnvfcgi-bina’lngin.pl?54281 OE27441406-L_453_0-1 j ﬁ"w’hat's Related
g%lnstanth-‘lessage wiebhd ail Fadio People rellow Pages Dowrload Calendar D‘ Channels LIPS Home Page

|

Adversary Query Reports Logout

Bankruptcy Creditor Processing

B Creditor Processing Options
o DMlamally enter creditors

* Upload a creditor "Watrie' ik on, “Upibad @ creditor Matric”

5 [=h=| |Document; Done = T I ey B



- Mew York Southern Training System - Hetscape

File Edit “iew Go Communicator Help

| 2 2 A O a < a4 @ @ N

i Back Fonward  Reload Home Search  Metzcape Frint Security Shop Stom

v th Bookrmarks J’{. L-:u:atiu:un:Ihttps:.-’a’n_l,lsl:u-test-dcn.te-:u.usu:-:uurts.guvfcgi-binflugin.pl?8031 B2239428711-L_459_041 j ﬁ"w’hat's Related
g%lnstanth-‘lessage wiebhd ail Fadio People rellow Pages Dowrload Calendar D‘ Channels LIPS Home Page

Adversary Query Reports Logout

Creditor Processing - Upload a File Method

Case Number

|DD—1DZ‘12 Enter a casze number i the format 96-12345,

Tyoa i1 casa numbar abava, thar
Mext | Clear Cfick: ot eyt

5 [=h=| |Document; Done = T I ey B



- Mew York Southern Training System - Hetscape

File Edit “iew Go Communicator Help

| 2 2 A O a < a4 @ @ N

i Back Fonward  Reload Home Search  Metzcape Frint Security Shop Stom

v th Bookrmarks J’{. L-:u:atiu:un:Ihttps:.-’a’n_l,lsl:u-test-dcn.te-:u.usu:-:uurts.guvfcgi-binflugin.pl?8031 B2239428711-L_459_041 j ﬁ"w’hat's Related
g%lnstanth-‘lessage w'ebbd ail Fadio People rellow Pages Dowrload Calendar D‘ Channels LIPS Home Page

EE F WEGEll  Bankr : Adversary Query Reports Logout

**J\’fm r’E Lok ok 3
Matrix shouwi friave bean pranared’ according fo e srefructions
ot How o Prapare and Save g Graditor s Matriv for Uplbading

Case number 00-10242  Method” bafore procesding

Load Creditor Information

Enter name of file and click on Next I

. Browse...
Example: c:\creditor.scn

ChicE oy “Browss.., T 0 se&oh or e
Mext Clear parengred matrix

5 [=h=| |Document; Done = T I ey B



1 -—- Mew York Southern Live Syzstem - Hetscape

File Edit “iew Go Communicator Help

Fieposa ——— EE AR -

Loak. i I = 3% Floppy [&:] j | ﬂ{l E i ety Shop Stop

- - 7 - - - " what'z Felated
Logk @7 your avive fov e maivdy, sefect the mati with 73004067 47958534L_459_0-1 J ﬁ i Rt
the proper e namE, e "Onen” e ik Daownload Calendar [ Channels UPS Home Page

Creditor

Query + Reports Logout

File name: I'I nz2az Open I
Files of type: [l Files [+ =l Cancel |

Wext | Clear |

Browse...

5 [=h=| |Document; Done = T I ey B



- Mew York Southern Training System - Hetscape

File Edit “iew Go Communicator Help

W ®» A 4 a2 < a4 @ @ N

i Back Forward  Reload Home Search  Metzcape Frint Security Shop Stom

v th Bookrmarks J’{. L-:u:atiu:un:Ihttps:.-’a’n_l,lsl:u-test-dcn.te-:u.usu:-:uurts.guvfcgi-binflugin.pl?8031 B2239428711-L_459_041 j ﬁ"w’hat's Related
g%lnstanth-‘lessage wiebhd ail Fadio People rellow Pages Dowrload Calendar D‘ Channels LIPS Home Page

Adversary Query Reports Logout

Load Creditor Information

Case number 00-10242

Enter name of file and click on Next
Example: c:\creditor.scn

IA:‘-. 10242 .txt i Browse...

Mext Clear

Cxice youy fife figr Beery vetrieved. chick Wexf”

5 [=h=| |Document; Done = T I ey B



- Mew York Southern Training System - Hetscape

File Edit “iew Go Communicator Help

|

Back Faniand

Feload Hame

Search

Metzcape

Frint

v =» A4 44 2 W $ &

Security

e
| "‘}El

Shop

St

(6]

i

o

JTBDkaarks J’{. L-:u:atiu:un:Ihttps:.-’a’n_l,lsl:u-test-dcn.te-:u.usu:-:uurts.guvfcgi-binflugin.pl?8031 B2239428711-L_459_041

j ﬁ' What's Related

Adversary

Query

g%lnstanth-‘lessage wiebhd ail Fadio People rellow Pages Dowrload Calendar D‘

Channels LIPS Home Page

Reports

Logout

Total Creditors Entered - Verify

Total Creditors Entered |12

Commit Clear

ik Cormritt

fiakih
TFie soreart affowess your o veridy the number oF
orediifors youy gre arfering #rfo the Courts
defahzse. Orice you Commt Yoo are ot afowed
o arfer &1 aodtions! credifors. JF you Wi o
A ay addtional creditors, @ ameridimaTt nesds
to he fied wit e Colrt

If correct click on Commmnit or click here to return to mam menu

5 ==

|Document; Done

=l e

Ezl

v



- Mew York Southern Training System - Hetscape

File Edit “iew Go Communicator Help

| 2 2 A O a < a4 @ @ N
i Back Fonward  Reload Home Search  Metzcape Frint Security Shop Stom

v th Bookrmarks J’{. L-:u:atiu:un:Ihttps:.-’a’n_l,lsl:u-test-dcn.te-:u.usu:-:uurts.guvfcgi-binflugin.pl?8031 B2239428711-L_459_041 j ﬁ"w’hat's Related
H g%lnstanth-‘lessage wiebhd ail Fadio People rellow Pages Dowrload Calendar D‘ Channels LIPS Home Page

EE F Bankruptcy Adversary Query Reports Logout

Creditors Receipt

Case Mumber 00-10242
. This soraan confirms the total numbear of craditors
Total Creditors Added to Database |12 that wara addfad o Court's drtabase
To wiaw tia cradifors anfared, saa How o Guary
for Gradifors o the Cowrt’e Elactrornic Casa Filing
Sysfarm”
File & Proof Of Claim

Feturn To Creditor Mantenance Ienu

5 [=h=| |Document; Done = T I ey B



How to Prepare and Save a Creditor’'sMatrix for
Uploading M ethod



HOW TO PREPARE AND SAVE A CREDITOR’S MATRIX FOR UPLOADING METHOD

Format Needed: ASCII (DOS) Text or Text Only Format

Method for Preparing Matrix: SeeEXHIBIT “A”

If your software has the capability to generate a creditor’s Matrix, open this matrix in aword
processing program (ie. Corel WordPerfect or Microsoft word) in order to edit matrix.

All information should dways be left-margin judtified.

1. Begin by moving the creditor’ s ligt at |least three lines down.

2. Go back to the firgt line and type three asterisks followed by the case number followed by
three asterisks. (***0011111***)

Note:
- There should be no hyphens, letters or characters between the case year and the case number

3. Review and Veify theligt of Creditors. Deete any duplicates from the list. Confirm thet the
last line of the addressisthe City, State and Zip Code and that thereis at least one line after the
last creditor.

4. Proceed to save.

Method for Saving Fileon ASCII DOS Text and Text Only For mat:
SeeEXHIBIT “B” & “C”

1. Sdlect the Save As feature from your Tool Bar

2. Sdect the drive in which you will save the matrix. (C-Drive, A-Drive, .....)

w

. Give your creditor’s matrix aname and type that name in the File Name field box

4. IntheFile Type fidd, searchfor ASCII DOS Text or Text Only format, and sdlect this
format from the File Type Lig

8. Click on SAVE

©o

. Thefileis now ready to be Uploaded

Note: Please be awvare that thisis amailing matrix, therefore anything you type as part of the creditor’'s
address will show up in the mailing process. Do not enter any account numbers, if you do not wish
them to appear with creditor’saddress.
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How to Manually Enter Creditorson the Court’s
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